JOB SEARCH:  Templates of

 Request Letters for Professional References
(from a co-worker)

[YOUR NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

[DATE]

[RECIPIENT’S NAME]

[TITLE

[COMPANY NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

Dear [RECIPIENT’S NAME]:
As you know, I am searching for a new job.  I am pleased with the number of opportunities I have uncovered; however, in this tight job market, I need more than just a solid résumé to get my foot in the door.  Therefore, I would formally like to ask you if I may list you as a professional reference when I am applying for jobs.

As my co-worker of [number of years] years, you are, I feel, familiar with my skills as a [job title], as well as my enthusiasm for working in the [industry’s name] industry.  You are also familiar with my management and organizational skills, because you have worked with me on the [project’s name] project.

You can contact me by phone [your number] or by email [your email address].  I appreciate your time in considering my request, and I look forward to hearing from you soon.

Sincerely,

[your signature]

[your typed name] 

(from a former boss)

[YOUR NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

[DATE]

[RECIPIENT’S NAME]

[TITLE

[COMPANY NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

Dear [RECIPIENT’S NAME]:
I am writing to ask if I may use your name as a reference for a job that I am interested in.

Since last we met, allow me to bring you current:  After I received my degree in marketing from State University in 2005, I accepted a job in the university’s athletic department as an instructor in outdoor sports.  Now, after three years, I am eager to get started in the marketing field.
The job I am applying for is assistant advertising manager for Cardoso Athletics, LTD, in Charlestown, NC.  I believe I have a strong chance of landing the job.  I know I have the academic credentials, and I consider myself an authority on outdoor sports.

I think my experience of working under your supervision on the school newspaper in summer of 2004 could be very important, and I would truly appreciate your support.  A postcard is enclosed for your response.

Thank you for your time and careful consideration of my request.  I look forward to hearing from you soon.

Sincerely,

[your signature]

[your typed name] 

Enclosure

Microsoft Office Templates:


< � HYPERLINK "http://office.microsoft.com/en-us/templates/CT101471741033.aspx" ��http://office.microsoft.com/en-us/templates/CT101471741033.aspx�> 








